USAI Y General Notice
| NFORVATI ON M AS/ | RD
05/ 04/ 2000

SUBJECT: The May 2000 Automated Directives System (ADS) Notice

Al witten guidance related to Agency-w de operating procedures
i s produced and di ssem nated through the ADS. This includes the
reengi neered ADS chapters, currently active portions of the old
Handbooks, Agency policies, contract information bulletins,
Agency Policy notices, and all delegations of authority.

This monthly notice is divided into three sections:

Section I|: This section lists the policy notices that are
not included on ADS CD 17, but are posted to the
ADS web site. Policy notices are posted to the
ADS web site 3 to 10 business days after they
are issued.

Section I1: This section pertains to ADS ti ps.

Section II1I: Thi s section describes the ADS and provi des
instructions for accessing the ADS CD. It is a
repeat fromthe prior nonth's notice.

Policy Notices Since ADS Conpact Disk (CD) 17

Al'l Agency personnel have access to USAI ¥ General Policy Notices
and should read and assinmlate the new policies. The notices are
di stributed each evening fromthe Notice Sender nailbox to
everyone in USAID)Wand to specific mail boxes within the

M ssi ons.

A nunber of USAI D/ General Policy Notices have been issued since
the rel ease of ADS CD 17.

Pl ease not e:

* ADS CD 17 is accessible to ALL USAI IY W enpl oyees via the
Local Area Network (LAN). ADS 17 CDs were nailed to the
M ssi ons Monday February 7, 2000. |If you are in USAI D)W and
unable to locate ADS CD 17, please contact the I RM Hel p Desk
for assistance.

* ADS CD 17 material and Policy Notices are al so accessible
via the ADS web site.

ADS intranet: < http://inside.usaid.gov/ADS >
ADS Internet: < http://ww.info.usaid.gov/pubs/ads >



Policy Notices not
Wb site:

NOTI CE DATE

Nanme/ No.

APRI L 2000

0427 04/ 24/ 2000
0420 04/ 13/ 2000
0407 04/ 06/ 2000
MARCH 2000

0353 03/ 31/ 2000
0353a, 0353b,

0353c, 0353d

0345 03/ 24/ 2000
0341 03/ 22/ 2000
0338 03/ 21/ 2000
0338a

0330 03/ 16/ 2000
0307 03/ 01/ 2000

FEBURARY 2000

0229 02/ 16/ 2000
0222, 02/ 11/ 2000
0222a, 0222b,

0222c

0217 02/ 07/ 2000
JANUARY 2000

0148 01/ 28/ 2000
0147 01/ 28/ 2000
0146 01/ 28/ 2000

i ncluded on ADS CD 17 but posted to the ADS

SUBJECT

ADS 253: Training for Devel opnent | npact
ADS 545, Automated |nfornmation Systens
Security

ADS 552, Classified Autonmated | nformation
Systens Security

| ssuance of Revised ADS Chapter 501
Aut orrat ed Directives System

National |ndustrial Security Program
2000 Annual Filing Requirenent for

the Public Financial Disclosure

Report (SF-278) (Rev. 6/94)

Covering Cal endar Year 1999

El ectroni ¢ Records Disposition
Schedul e, a revised Mandatory Reference
for ADS 502

Recent Devel opnents in Leave,
i ncluded in ADS 480

Revi sion of the Foreign Service
Precepts for Enpl oyee Perfornance
Eval uati on, the Annual Eval uation
Form (AEF) and the Skills Feedback
Wir ksheet

to be

| ssuance of O oseout Procedures for
I nt eragency Agreenents to be
i ncluded in ADS 306
| mpl enent ati on of FY 2000

Popul ation Certification
Requi renent s
| ssuance of ADS Chapter 603,
Forwar d Fundi ng Qui dance

Non- Presence Programm ng Procedures
- InterimUpdate of ADS 201 and
Rel at ed @Qui dance

Di sconti nuati on of Registration of
Local Private Voluntary

Organi zati ons (LPVGs)

Correction -1lssuance of Revised ADS
Chapter 302 - USAID Direct



Contracting
0142 01/ 27/ 2000 |ssuance of Revised ADS Chapter 302
- USAID Direct Contracting

El ectroni ¢ Copi es:

* Policy notices nay al so be obtained by sending an e-nail to
< Notice Mil box@/ AS. | RD@GA\ DW >.

* ClBs issued since ADS CD 17 are found on the M OP web page:
< www. i nf 0. usai d. gov/ procur enent _bus_opp/ procurenent/cib >

CIBs issued prior to ADS CD 17 are al so available on the M OP web
page. CIBs nmay al so be obtained fromM OP/ POL, (202) 712-0610.

Hel pful TIPS when using the ADS and ADS CD

Each nmonth we will include ADS content and/or ADS CD hel pful
tips. This nmonth's tips pertain to witing or updati ng an ADS
chapter or reference and locating two hel pful ADS |ists.

Q1 | was tasked with updating an ADS chapter and
reference. Do | have to convert ny ADS chapter to the new
format and Pl ai n Language?

A1l Yes. Please see revised ADS 501 rel eased 03/31/00 as a
Policy Notice and send an e-nail to ADS@J AS. | RD@ DW when
you are ready to update or create
an ADS chapter or reference.

Q2 Werecan |l find a list of responsible office/points of
contact for ADS chapters on both the ADS CD and ADS web
site?

A 2 This list is a Mandatory Reference for ADS 501 and can be
found on the ADS web site at
< http://ww.info.usaid. gov/pubs/ads/500/501maa_033100. pdf >
and on each ADS Series web page. This list is also found on
the ADS CD in ADS 501 and in the Resource Library.

Q3 Werecan |l find alist of the current ADS chapters on the
ADS CD and ADS web site?

A3 This list is an Additional Help docunment (or Supplenentary
Ref erence) for ADS Chapter 527. The title of this reference
is "Entire List of Cleared ADS CD 17 ADS Chapters" (File
nane 5276s3a). This reference is updated for each ADS CD
rel ease. Additionally, it is also housed on the ADS web
site at
< http://ww.info. usaid. gov/ pubs/ads/ 500/ 5276s3a. pdf >.



Wiat is the ADS?

The ADS sets forth the Agency's policies and essentia
procedures, as well as nmandatory and suppl enentary infornationa
references. It contains six functional series, interimpolicy
updates, valid Al D Handbook chapters, a resource library, and a
gl ossary.

The functional series consist of ADS chapters that have been
witten in a standardi zed format. The six functional series are
as fol |l ows:

Series 100 Organization and Executive Managenent
Series 200 USAI D Program Assi st ance

Series 300 Acquisition and Assistance Agreenents
Series 400 Personne

Series 500 Managenent Services

Series 600 Budget and Fi nance

O her Sections of the ADS:

* The InterimUpdates are USAI DY General Policy notices that
are not yet in the standardi zed format. Over tinme, the Interim
Updates will be incorporated into the appropriate ADS chapter

* The Al D Handbook Series includes the few Handbook chapters
that are still valid, and serves as a cross reference between the
Handbooks and ADS chapters in the functional series.

* The Resource Library contains the Mandatory and

Suppl enentary References. Mandatory References are the
CGovernnent's regulati ons and other material that the Agency nust
follow Suppl enmentary References provide hel pful information
pertaining to the Agency's policies and procedures.

* The d ossary defines ternms found in the Functional Series.

Updates: The ADS is updated quarterly via a CD. The | atest
version of the ADS CD (fornmerly known as DR-CD) is 17.

How Do | Access the ADS CD?

The ADS in its entirety is located on the ADS CD. If you are in
USAI DY Washi ngt on, please follow the steps listed below I|f you
are in the field, access may be obtained via a CD ROM reader

USAI Y W User s:

Step 1. dick on the Wndows "Start" Button
Step 2. Cick on "Net Apps"
Step 3. dick on "CDNET"

Congratul ations! You have successfully accessed the CD Tower.
The steps fromhere on are the sane as they were when you used
W ndows 3. 1.

*Step 4. dick on "ADS"



Step 5. dick on the "Run" button

*1f you do not see the ADS CD listed, please click the "Search"
button located in the bottomleft hand corner of the gray box

t hat appears on your screen. The systemwill then update your
list of CDs.

The gray box will disappear fromthe screen for a nonment and then
the ADS CD will appear. If the ADS CD does not appear, please
cl ose the CDNET program and repeat steps 1 through 3.

Components of the ADS nay al so be accessed via the intranet and
the Internet. These sites currently do not contain the valid
Handbook chapters, but a list of which Handbook chapters are
still valid is included on the ADS web site.

Additionally, the Internet (unlike the intranet) does not have
InterimUpdates for Series 100 and 500.

USAI DY General Policy Notices are placed on the web sites either
as InterimUpdates or as a new or revised ADS chapter and/or
reference (replacing the old ADS material, if any), within 3 - 10
busi ness days of their issuance. Therefore, the ADS web sites
will reflect policy updates sooner than the ADS CD. ADS nateria
may be obtai ned by accessing:

1. The ADS intranet hone page is found by accessing the
USAID i ntranet Honme page at:

< http://inside.usaid.gov >

(Pl ease note, this is a new web address for the USAID
i ntranet hone page.)

Then click once on the word "ADS" This link will take
you to the USAID i ntranet honme page

< http://inside.usaid. gov/ ADS >

2. The ADS Internet hone page is found by accessing the
USAI D I nternet Hone page at:
< http://ww.info.usaid. gov/ >
The reader nust then click once on the phrase
"Publications/Partner Resources." Next, scroll down
to the "ADS: Automated Directives System-- Fornerly
t he USAI D handbooks" link. dick once on this link
and it will take you to the ADS Internet Hone page:

< http://ww.info.usaid. gov/pubs/ads >

Pol i cy Noti ces:



You may al so request an electronic copy of a Policy notice by
sending an e-mail to < Notice Mail box@ AS. | RD@\ DW >.

Questions about the ADS? Please send an e-nail to
< ADS@M AS. | RD@\ DW >.

Point of Contact: Cynthia Staples, MAS/ IRD, (202) 712-0798 or
you rmay send an e-nail to ADS@J AS. | RD@A DW

Noti ce 0505



